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1l.**Arrange paragraphs following tha formats below. See page 44 for
additional guidelines.
%

2.+*+*If subparagraphs are needed, use at least two; e.g., a(l) must

have a (2).

L]

**2wpy +*+*Indent each new subdivision four spaces and start typing at the
£ifth space.

%

teadh **Toxt,

%

#rsaeren (1) #Documents rarely require subdividing to the extent shown below.
5

""""(2)'Toxt.

%

#essanwtet*t (a) *Do not subparagraph past this level until you have
axhausted all reparagraphing.

%

i Qtﬁti'ttitit(b)irext.

%

tt'*t.tii"ti"'l_'QText_

%
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:t"t'itttit.'tﬁﬁtttttt'(1)iT.xt_
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ttﬁt.t't‘tttttit.ttttt.itttt(E)tNaver subparagraph beyond this lGVGl.
:tttiii'ﬁ't.'t"‘i""-."'t(b)ﬁText.
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it'l.t"ﬁt..'t"‘t't"'t(2).Text.
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10.**Whaen using two digits, continue to indent each new subdivision
four spaces and start typing on the fifth space (paragraphs will not

line up).

%

wwwdgy Tyt

%

whkhhadd () *Paxt .

%

".'."'(10)'T‘x=~

%

tt'-.tii"*‘(‘)tr.xt_

L]

kxR wawaRkwadn (h) *Taxt.

L

wxxwewhw{11) *Taxt.

%

wikdh **Taxt.

%

11.**Text

I

NOTE:

* AN ASTERISK (*) INDICATES A SINGLE BLANK SPACE.
% A PERCENT SIGN (%) INDICATES A SINGLE BLANK LINE.

Figure 2-7. Standard Letter Paragraph Formats
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